» bnp.rtment of Archives and History, Records Management Division, 330 Capitol Avenue, Atlanta, Georgia, 30334

APPLICATION FOR RECORDS RETENTION SCHEDULE | gFrictor e SECRETARY OF STATE
RECORDS MANAGEMENT DiVISION

INSTRUCTIONS Sea Publlcatlon No. 76—-RM-~1 for instructions on completing this form. Forward signed original to

. v, Attantion: Scheduling Section,

T § Estabisn Retention Schedule; record will continue to accumulate.
b. O Disposa of present accumulation; ' no further accumutation anticipated.
¢, O Amend Application No.

FOR AGENCY USE 1. Agency Address ; FOR RECORDS uANAGEMjM‘r USE -
Application Date Georgia Department of Human Resources Application Number n
March 23, 1976 | Division of Benefits Payments 7a -
R 2 4 ¥ood Stamp Unit . ”5 :
Application Numbar | 618 Ponce de Leon, N. E. . Date Received Date Complated
DHR-43 __Atlanta, Georgia 30306 | MR 26 978 | APR 01 1978
2. Parson to Contact Working Title o ' Telephone Number
Mrs, Celia Sellers Administrative Assistant _ 894-4250
hT_Aetion Requasted . ' -

. Check One: [) Change; O Superceds: O Vo:d
4. Dates of Series : 5. Records Sarles Title (followed by title used in office; if d;ffarent)
Earlisst Latest
1965 1 present . FOOD STAMP ISSUANCE FILES
6. Division and Office Function

What is the function of the Division and the Of'fece in which this record series is created?

The Division of Benefits Payments is responsible for supervising and regulating assistance -

programs which provide to indigents in the State food and monetary assistance and/or medical
care,

The Food Stamp Unit is responsible for the adm1nistration of the Food Stamp program w'ithin
the State. Included, but not limited to, are: the certification of applicant households;
the acceptance, storage, and protection of coupons after their delivery to receiving points
within the State; outreach to potentially eligible households; the issuance of food coupons
to eligible households; and the control of and accountability for the food coupons,

i

7. Record Ssries Description This file contains the followmg documants (mclude form numb les, if l
SRR Attach samples of the fne . mbers and titles, if any):

Documents relating to: _ 7 7 :
Gl issutnaﬂi coupons in Georgia for the Food Stamp Program (Food Stamp Act of 1964).

Included are:
six-part form, FNS 260 (10- 74) "Requisition for Food Coupons," which is a requisition from
the various issuance points (such as banks, offices of county commissioners, county de-
partments, and offices of ordinaries), to the State Food Office ordering food coupon books
in various dendéminations; and supporting papers concerned with the issuance of the food
stamps, ' :

(original I i g:tllizegcopies sent to U,5.D oA,

{pink) State Food Office
(yellow) Originating

T
-

File is arranged: : :
numerically a,ccoqf_ling to nine-~digit codes assigned by the U, S. Department of Agriculture

8. Monthly Refarence Rate How often are records referred to which are: B

One to six months old .Qll}’_k Seven to twelve months old daily ; Thirte Weekly
twenty-five months and older WEEX1Y ~—~——1 1hireen to twenty-faur manths old

L
13
i

9. Annual Rate of Accum!tl Eonofmeords -"' N =
Letter-size drawers ; Logal-size drawers : Shelves

l

i AR=80=71; Mev. 78

S g et — ————; Other (specify)

-

{Qvar)




phm— -
| YES | NO 19 Questionnaire _ (Place an X" in the proper coiumn} .
. I8 this the official copy of the smes?
X lmp_t where is it? _ ,
x b, Dou the sariss contain confidential information requiring security handling? 1f ves, site law or regulation,
x|l els thu 8 vital record? ] I8 _
X d. Does this series have historical or Iong term research value? . - -4,
o. When one or two documents in the file make it necossarv to keep the entire file for a long period, could these
X Socuments be scheduled separately? - - - - - Po oot sann :
x| f l:thuMmmmmmnﬂmhuﬂmnunﬂshﬂdLMMmchmpL - - B R i
g Is the information contamed in this series ever ana!yz&d and/or ref:orded ina summarized report?
X _If ves. attach coov, S LA S
h. lsthere a duplication of this series in your office, or in anather offlce or agency?
.3 If yos. where? _not State office : o
X L 1a this series (or & major portion af it! requiarly micrafilmed? _ e itan
X .. Doas the record series result in a computer printout?
1. Rmmlon Requirements The following requires tha series to be kept:
e, stl‘tl Law years, w4, Audit period - Co - 'véérs.
b. Statute of limitation . vears. . - - e Administrative need LT years,
¢. Federal law R _years, ' §. Federal retention instructions ———— vears.
Attach eopv or excert of laws or regulations. Explain administlfatiié need. . =~ - . ES 4 S
see attached - Federal Register = page 11261 claisnayool 2k 3 STomrllior e omelraiuloloedy
Lrnrle, :Q‘:, srrcGatean ﬁ"::::h L noDt oelenn el s3¥foiiial oo eltvoun odcillc ool

12. AppNVld Dllpotitlon Instructions This agency recommands that the file series be cut off at the end of each: n
- ™ Calendar Year g Fm:al Yeaf; EI Othar [innooms 2l dieT o Ihpep T
B R e T A= SN o al e SIS e (23 loztIozox 3u7 oo loci el ool
] H'bld'i_n‘th_i"c_q';r‘riﬁt'?il'es"ar'd?a_'___.__‘,“‘ month(si SN I ._;v_ear(s) then ~ 7 TifF LSe gnazgiicc el
I Transfer to (ocal Roiding area; hold 2"~ "~ “year(s); then =~ "-i-‘--__—- SEOITLL 0T ATLT Sul TIIeTE £Tn S
I Transfer t0 Statd Recdrds Canter; hold _2 L °_yearls); then =2 ~cunT o> 7d Spe wfioizsoon oo, s o
& Destroy. :
O Transter to State Archives for permanent retention,
0 Other (Specify)
S A S aroo 0 oo et o1 % S B o S L S o Bt Tl T b R tloe
’ -z =t EnT T Foa A S FYRL L SR AT Fa et e
A Fete - TIoo.ns TO EILILTO (7 2 rity sintoo erncoo nogky voenl
S| tTvED o oen v an”oosd- T oefda o3 (foek o Lo sl e SRS A
S a e atoapgziiol © Do gﬁfﬁ\
Thess instructions apply to ail prior and future accumulations ‘of the i’ T [ s S
~ T - o~ A I4 - hY LY
. -t L Lt - .. \ ’5 . .
 Agency Head/Designeq) (Signature) _ _ _Date Roeordn ManaJcLement Of-hcer (S'gnarure) h Date
Qb LA = |55 6| £ )ress) PROSEA ) | Has/ 7t
o’ e
e State Reoords Committes (S:gnatum} , Date
Recommendations in para-

graph 12 are approved. State Auditor/Desi |
(If disspproved, attach latter . > ‘j‘ b \(\ \\\A @ \\(\ \\‘\' Ao, RN O) 31 j L’
of explanation.) &%f State/Designee @%—% / w_ 3 -2 ’ -76

.
&

‘ — B Attornay General/Designee QM}_} ' % | L..7 (

(Rever: =z




